SANDY VERDASCA



PROFESSIONAL EXPERIENCE

September 1998 – Present

FREELANCE TRANSLATOR

Source and Target Languages: English, French and Portuguese

· Translation of brochures, leaflets, contracts, technical documents and manuals in the most diverse areas including Marketing/Advertisement; Communications; Finance; Law; Economy; Internet/Multimedia; Medicine; Education/Training; Theatre/Film; Journalism/Press; Tourism; Real Estate/Property; Arts; Literature/Publishing; Industry/Equipment

· Proofreading and editing of written material in the above mentioned languages.

September 2002 – August 2007

ILC – THE INTERLEARNING CENTRE – Batalha, Portugal

· Managing partner since its opening in September 2002.
· Director of Studies and Program Coordinator.
· Translation of the most diverse documents; source and target languages including English, French and Portuguese.
· Full-time English as a Second Language teacher, specializing in five areas: Business English, General English for Adults, Young Adults, Young Learners and Tutoring (all age levels).
· Established and developed plans to increase the teaching of English as a second language in schools nationwide.
· Conducted research concerning the need for English in schools, associations and industries in the district.
· Coordinated the activities and workshops for teachers.
· Coordinated marketing strategies for the school.
· Acted as the point of contact between the language institute and organizations in the district, including City Hall.
· Collected payments and maintained records of transactions.

· Provided budgetary support and financial monitoring.

· Coordinated the recruitment process for teachers.
· Maintained the administrative system and controlled all administrative duties and functions.
· Organized and planned the administrative work by maintaining, controlling and logging of incoming and outgoing calls and correspondence.
· Input, editing, formatting and publication of written and statistical information using various software applications, including Word, Excel and Power Point, to produce presentations, documents and reports, producing and/or maintaining databases and filing systems, as well as retrieval of background and reference material.
· Organized and maintained a tracking system for diary dates.
· Scheduled and organized meetings and appointments according to priorities, gathering appropriate documentation and making travel arrangements.
· Managed office supplies and equipment inventories.
· Maintained all office equipment.
January 2002 – August 2002

ISLA – Instituto Superior de Línguas e Administração – Leiria, Portugal

· Worked alongside the senior management of the Institutional Relations Cabinet of the above-mentioned university.

· Established and maintained effective communication linkages with national companies and industries, organizing apprenticeships for all students enrolled in the final year of their university degrees.

· Undertook research activities, analyzed results and prepared summaries in support of university briefings for the dean of the university.

· Performed corporate quality control function to ensure that student documents sponsored by the companies and industries met stringent guidelines established by the university.

· Maintained and enhanced an electronic data base to track information of all students and respective companies, as well as the filing systems within the Cabinet.

· Maintained administrative and record-keeping systems and the secure handling and delivery of classified documents within the department and other university departments.

· Prepared protocols and contracts between students and companies and assured that they were respected and followed by both parties.

· Scheduled meetings between the Cabinet and university students.

· Received and distributed correspondence.

· Provided telephone support functions for the director.

· Managed and maintained all office supplies and undertook equipment inventories.

January 2002 – July 2002

THE KID’S CLUB – Leiria, Portugal

· Taught English as a Second Language to numerous groups, varying from the age of 5 to the age of 17.
· English tutoring lessons (all age levels).
January 2001 – September 2001

VIAGENS NOVO BURGO (Travel Agency) – Ourém, Portugal

· Provided direct support to the Senior Director of the agency.

· Provided logistical arrangements including the update of the Director’s work activity.

· Advised clients on suitable options of holiday destinations, travel issues and the most effective travel arrangements, such as transportation, accommodation, fares, car rentals, tours and recreation. Made all related travel bookings.

· Analyzed quotations for the most advantageous rates.

· Liaised with online representatives, travel agents and airport authorities.

· Supervised the booking and purchase of tickets for official travel.

· Collected payments and maintained records of transactions.

· Verified invoices for payment from travel agents against terms of contracts and actual services rendered.

· Received, distributed and drafted all forms of correspondence.

· Prepared reports and analysis as required.

· Elaborated numerous itineraries and respective translations for groups of tourists sightseeing in Portugal, Spain and Italy.

· Managed office supplies; maintained office equipment and respective inventories.

EDUCATION

January 2003 – December 2003

GENERAL TEACHING CERTIFICATE

ISLA – Instituto Superior de Línguas e Administração – Leiria, Portugal

September 1998 – June 2002

BACHELOR’S DEGREE WITH HONOR’S IN TRANSLATION

ISLA – Instituto Superior de Línguas e Administração – Leiria, Portugal
· Completed successfully a four-year degree in Translation, majoring in three languages: English, French and Portuguese.

June 2001

CERTIFICATE OF PROFICIENCY IN ENGLISH

University of Cambridge – England

September 1995 – June 1998

SECONDARY SCHOOL DIPLOMA

Escola Secundária de Ourém – Ourém, Portugal

· Completed grades 11 through 12.

September 1991 – June 1995

St. Patrick’s High School – Ottawa, ON

· Completed grades 7 through 10.

RELEVANT SKILLS AND INFORMATION

· Proficient in three different languages: English, French and Portuguese.

· Fully proficient computer skills and use of relevant software (Microsoft Office  – Excel – Word – PowerPoint – Internet Navigation)

· Remarkable typing skills.

· Canadian citizen.

· Enjoy contributing to a team effort and creating a good working environment.

· Energetic, hardworking and willing to learn.

· Good public relations skills, dealing with both the public and co-workers in a pleasant and professional manner.

· Effective communication skills.

· Self-motivated, work with minimal supervision.

· Ability to meet tight deadlines and prioritize.

· Solid written and spoken communication skills, including the ability to draft standard memoranda and to articulate ideas in a clear, concise style.

· Able to handle multitasking with high proficiency.

· Ability to effectively deal with ambiguous problems.

REFERENCES

NATALIE SOUSA

ILC – The Interlearning Centre

Centro Comercial Jordao

Piso 1

2410-101 Batalha

Portugal

(011 351) 244 766 963

E-mail: natalie_sousa@hotmail.com
ANDREA SOUSA

ISLA – Instituto Superior de Línguas e Administração

Rua da Cooperativa – S. Romão

2414-017 Leiria

Portugal

(011 351) 244 820 650

E-mail: andrea.sousa@islaleiria.pt
SERGIO GOMES

ILC – The Interlearning Centre

Rua Capitão Mouzinho de Albuquerque, 56

Edifício Alice, 1º Direito

2400-193 Leiria

Portugal

(011 351) 244 830 950

22 Chatsworth Crescent    (   Ottawa, ON   (   K1V 9Z1








Cell phone: 613 219 9214    (    E-mail: sandy_verdasca@hotmail.com








